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Recommendation No. 1

Kliminste the FE/Division IPM system and release the equipment (Card
Punch and Sorter) presently utilized by the TR Unit for record and report-
ing purposes, &t such time as the DD/S RCA~-501 System is in full operation.
(Target Date - 1 October 1960)

Justification:

An anslyses of the various uses to which the TR Unit system 1is being
put, revealed that the major reasons justifying its existence were (1) addi-
tional items of informetion wers coded (date of grade and rotation dates on
£ield persannel), (2) frequency of tabulstions was greater, end (3) the in-
formation was more cwrrent than that found on listings end reports prepared
by MRD and distributed by the Office of Personnel.

Discussions with representatives of the Ooffice of Personnel have re-
vealed that the types of information to become availsble under the new system
will fulfill adequately all of the requirements presently levied on the TR
Unit. In addition, the 501 System with its increased speed and efficlency
will be able to upgrade the timeliness of the informatdon on its registers,
as well as provide for more frequent submission of such reglsters and sum~
waries to the Area Divisions.

The eliminstion of the Division IEM aysten will release equipment cost-
m&so.wwmn&mdm;vaﬂMe a conaiderable mumber of manhours
for other tesks. BSubseguent recommendations outline areas where a portion of
these availsble manhours may be utilized.

Recommendation No. 2

Pending sctivation of the Agency EDP personnel facilities and procedures,
modify the present T&R procedures only to the extent necessary for compatl-
bility with the new Agency system. Primarily, this means the elimination of
certain minor features which will not be available under the new system.

Juatification:

With the target date for conversion to the EDP system s0 near at hand,
extensive interim changes in the existing system which involve additionel
effort would be undesirabls. However, the present FE system can be modified
€0 that Division's conversicn %o the new system will B sccompliched with
slmost no changes at the unit level in the procedures recommended in this
Study. (Recommendations 3 and )
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Recommendation No, 3

Specific changes recommended in T&R responsibilities and tasks in the
| period before conversion to the Agency EDP Personnsl Procedures ere as
‘ follows:

a, Diseontinue punching ths following information:

(1) Fitne?s report dates (now controlled by O/P on a scheduled
basis), '

(2) PSI date (not sssentisl and date of grade permits computa-
tion, if desired),

b, Dimcontinue use of Status cards as pending file for Personnel Action
and B‘itne:)aa Reports, (See related procsdures for proposed follow up
controls,

¢, Trenafer the file of 1152 fanfold fomms to the units for inclusion
in the soft folder. This pretypad form is being discontinued under
the EDP procedure so the need for a file will be eliminated at that
time. However, there are some immediate advantages in making the
chenge now. (See procedure for Personnel Actions,)

d. Discontinue the following reports whiech can not be preparsd from
the 8Status cards if Recommendation Ne, 1 is adopted,

(1) Division monthly alphabetical 1ist of employeas, {Use cen-
tral locator for such reference,)

| 25X1X1 (2) (Duplicates records
. 25X1A8a maintained in and Pars/Br,)

(3) Quarterly statistical report, (Although there are some differ-
encas in the type of information, statistics by Division are
: prepared by O/P and can be obtainad Yy the Division via the
: 8.5.4,) '

: 25X1X1 5, Discontinue maintenance of central L _______IskLIN

: (Decentralized holdings of each Unit complemented by the centralized

25X1A8a holdings of FHEEEM sre considered sufficient, Additional holdings

3 require additional manhours for meintenance. See Recommendation No.
ca (5) for comments re: Unit Records,)

f, Discontinue preparation of Blo-Data sheets by Flexowriter for GS-10 -

! and below, Adoption of a system similar to that used by the 0/P for
G5-11 and up should better serve FE purposes, If this recommendsation
is adopted, T&R should prepare Bio-Data sheets from all the tapes now

-2-
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in file. The Units would file Bio<Data sheets in the soft folders,
end the tapes could be destroyed. The Units would add to the date
sheets as nscessery and reprofuce copies by Thermofax, if this
should ever be necessary. They should also use Form 1200, Biogrephic
m,rwmmmammmawarzm-mwuma.

Release the Flexowriter for use elsevhere in DD/P. This spproxi-
metely $2,000 machine 1s used to only & fraction of its capacity,
aven vith the present BiosData Sheet procedre. Its other uses ave
far gpecial reports which could just as well be prepared om & stande
axd typewriter.

Assume responsibility for document contrel functions, as outlined in
the various Procedwrsl attachments,

Recommendstion No. &4

Further specific changss in TR respousibilities and tasks after comverw
sion to the Agency EDP Persomnel Procedures are s follows:

8

B

Co

Discontinue maintenance on all files of IBM carda. It is sug-
gested that they be held for & three momth trial period and then

destroyed.
Releass the IBM Sorter, Punch, end Tebulating mechine boards.
Reevaluate the necessity for retention of TR as a Unit.

Recommendation §o. 5

It 1is recommended thet wminimm and standard Persomnel Unit records be
eatablished.

R

The apecific records which it is recommended thot the Units
retalin are:

(1) Beft folders for all SA, SE and CE. These falders should
contain correspondence and documents related to each individe
ual as needed foxr preperation of travel orders, correspondence
or conslderation for personnel sctiom. The m.'f.dars should be
screensd perioficelly to reduce holdings and forwerded to the
gaining Division when the individual is resssigned o to the
Of/P if terminmted.

“3‘
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(2) Machine Tists - The present lists prepared by T%R and the
future 1lists to be prepared on the RCA-501 provide a cur-
rent record of personnel and positions brought up to date
on & monthly basis, This should adequately serve for uni-

/fied control and reference requiremsnts, A supplemental

| 1lsting should bs manua repared and maintained by the
Unit serving mbracing the same type of
25X1A2d1 | data on personneyl,

 —

(3) Chronc "Out" File - This should be a temporary desk file
consisting of a carbon copy of all "out" digpatches and
cabilea, When the comeback copy is received, destroy the
related chrono ocopy and file the comeback copy in the soft
folder or respsctive subject file,

(L) Progess Out Folder ~ This should consist of a single folder
for the papers related to all personnel in processing out
status as well as a standard procsssing control form on
each proocessee, (Recommend adoption of format presently
used by three of the Units,)

(5)* « This should consist of liste
ings and 3"x5% cards, eross referencing trus names to pseudos

and visa versa, Present records, maintained by five of the

Units on Wheeldex's, are in vislation of security require-
-

RID has the capablility to prepare the initial numerical list-
ings and 3"x5" name cards from the present IBM cards maintained
by the T°R Unit,

(&) "Out" Dispatch Number Control - A series of dispatch numbers
assigned each unit and crossed off as used, When & new series
is requested from M the prenumbered Dispatch Control,
Form 59-1L0, should be substituted for the typed list nain-
tained by most wnite.

(7) Log for Official Personnel Folders (3"x5" cards) - Control
by posting to 3"x5" cards, Five of the six units are using
a vardiety of letter size forms for the purpose, but the cards,
maintained in alphabsticel sequence, are easler to refer to,

(3) Subject Files - To include eneral category type documents not
diractly related to an employee, i,e,: strength reports, lan-
guage profieiencies, menning tables, plamning papers, cover
documents, miscellaneous correspondence, otc, Requirements for
such files may vary somewhat betwesen mnits because of variations
in cover requirements and types of personnel servicsd, tut gen-
arally should be limited to those documents absolutsly necessary
for providing services to the respective Branch and Stations,
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b. Records which it is recommended that the Units sliminete ave
as follows:

(1) Kardexes - &uplicstes information aveilsble in soft files
and on PCR.

(2) Ceble and Dispatch Chrono Files - duplicates records melin-
tained in seft file or subject filea.

 {3) Dispatch Abstract Files - Reference freguency end purpose
do pot Justify time and effort expended for maintensnce of
these records.

(4) Promotion Control Log - duplicates information obtainsble
\ from other sources, 1.e.: btranch rankings, CC Minutes and
. rankings, notifications from penels of CSB action, dispatches,
' eto.

Justification:

Anelysis of the present unit records not only revealed many differences
in the types, farmat and puwrpose of record holdings in each wnit but also
revealed mach duplication within each unit of the same basic record information,
Standsrdization of record holdings by each unit would define the minimm
record reguirements for performence of duties and provide for less disruption
of sctivities when assigning new persormel or vhen resssigning personnel
betwesn units.
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